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Epitor’s Nore: The index to articles that 
appear in BUSINESS EDUCATION Forum is 
an annual service to members, libraries, and 
summer session students. The Forum is 
owned and published by the members of the 
United Business Education Association. 
Articles which appear in the ForuM are 
approved for publication by the respective 
editors. Ideas presented by the contributors 
do not necessarily constitute an endorse- 
ment by the publisher unless established by 
a resolution of the UBEA Executive Board. 
The ForuM’s staff weleomes articles sub- 
mitted by first-time writers in addition to 
those solicited from experienced business 
educators.—H.P.G. 


ADULT CLASSES IN BUSINESS EDUCATION 


Adult classes in basic business. Robert D. 
Balthaser. 15:6 Jan ’61 

Adult classes in bookkeeping. Elliot 
Thoreson. 15:10 Jan ’61 

Adult classes in business education (edi- 
torial). James Zaneanella. 15:2 Jan 
"61 

Adult classes in distributive education. 
Roman F. Warmke. 15:15 Jan ’61 

Adult classes in shorthand. James Harper. 
15:12 Jan ’61 

Adult classes in typewriting. Max O. Me- 
Kitrick. 15:4 Jan ’61 

Statewide program of adult classes in 
business education, A. Hunting Sher- 
rill, 15:17 Jan ’61 

Teaching adult classes (introduction). 
Robert A. Luke. 15:3 Jan ’61 


BASIC BUSINESS 


Advanced course in basic business, An. 
Harold Leith. 15:9 Mar ’61 

Business eyeles. Gladys Bahr. 15:16 Mar 

Businessman’s look at business education, 
A. Henry A. Bittner, 15:12 Mar ’61 

Changes affecting basic business teach- 
ing. Warren S. Perry. 15:13 Mar ’61 

Door of opportunity opens wide for 
teachers of general business, The. Rich- 
ard F. Reicherter. 15:34 Apr ’61 

Farmer in a business suit, The. Gerald 
A. Porter. 15:19 Mar ’61 

Guidanece—a concomitant part of basic 
business. Bernadine Meyer and Frank 
Hoffman. 15:32 Nov ’60 

If I were to teach business again. Cecil 
Puckett. 15:7 Mar ’61 

Image of American business, The (edi- 
torial). F. Kendrick Bangs. 15:5 Mar 


61 
Investments and savings. Ramon P. 
Heimerl. 15:21 Mar ’61 


Librarian challenges business teachers to 
use library materials, A. Eileen F. Noo- 
nan. 15:38 Dee ’60 

Production in the American economy. 
Caroline Beckner. 15:18 Mar ’61 

Tracking—a device for better basic busi- 
ness teaching. Beatrice Churchill. 15:24 
Feb ’61 
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May 


Using the ease method in basic business 
subjects. Lanora Geissler Lewis. 15:35 
May ’61 

Using visual displays in basic business to 
see, to know, to remember. Mary Withe- 
row. 15:31 Oct ’60 


BOOKKEEPING AND ACCOUNTING 


Are you padding your payroll teaching? 
Alvin C. Beckett. 15:23 Feb ’61 

Bookkeeping practice sets should not be 
graded. Earl S. Dickerson. 15:31 Mar 
61 

Center bookkeeping around the individual. 
Kevin G. Miller, Paul R. Long, and 
Richard W. Byrd. 15:11 Dee ’60 

Motivating study of the profit and loss 
statement. H. Dale Johansen. 15:16 
Dee ’60 

Obstacles to the mastery of bookkeeping 
principles and procedures. James W. 
Loyd. 15:13 Dee ’60 

Realizing bookkeeping objectives. Robert 
M. Kessel. 15:31 Apr ’61 

Recognition of achievement levels in book- 
keeping examinations. Mary Ellen Oli- 
verio. 15:9 Dee ’60 

Some how’s and why’s for the teaching of 
bookkeeping. Duane McCracken. 15:33 
May ’61 

Something different in bookkeeping and 
accounting (editorial). Z. S. Dickerson, 
Jr. 15:5 Dee ’60 

Teach basie economic concepts in the 
bookkeeping class. J. Curtis Hall. 15:7 
Dee ’60 

Teaching bookkeeping students how to use 
their textbooks. R. E. Fairbank. 15:30 
Nov ’60 

Vices or devices in bookkeeping. James 
W. Crews. i¢.28 Oct ’60 

What the controller looks for in new em- 
ployees. George Lenart. 15:15 Dee ’60 


BUSINESS EDUCATION CURRICULUM 


Changing business program in the high 
school, The. Herbert A. Tonne. 15:19 
Feb ’61 


DISTRIBUTIVE OCCUPATIONS 


Developing conference leaders in high 
school distributive education. Raymond 
J. Grandfield and Raymond Oeczkowski. 
15:34 Mar ’61 

Editor’s comments .. . (editorial). War- 
ren G. Meyer. 15:10 Apr ’61 

Effective field trips in distributive eduea- 
tion. H. D. Shotwell. 15:39 Dee ’60 

Evaluative criteria for distributive educa- 
tion: instructional activities. 
C. Rosenwinkel. 15:18 Apr ’61 

Evaluative criteria for distributive eduea- 
tion: instructional materials. Luey C. 
Crawford. 15:20 Apr ’61 

Evaluative criteria for distributive educa- 
tion: instructional staff. Kenneth M. 
Pfeiffer. 15:17 Apr ’61 


Howard . 


Evaluative eriteria for distributive eduea- 
tion: methods of evaluation. Neal E. 
Vivian. 15:22 Apr ’61 

Evaluative criteria for distributive educa- 
tion: nature of offerings. Robert F. 
Kozelka. 15:13 Apr ’61 

Evaluative criteria for distributive eduea- 
tion: organization. Donovan R. Arm- 
strong and George Sanders. 15:11 Apr 
61 

Evaluative criteria for distributive eduea- 
tion: outcomes, special characteristics, 
and evaluation of instruction. Warren 
G. Meyer. 15:23 Apr ’61 

Evaluative criteria for distributive educa- 
tion: physical facilities. Eugene L. 
Dorr. 15:15 Apr ’61 

First few weeks of school for distributive 
education students, The. Donald C. Wil- 
son. 15:25 Feb ’61 

Salesmanship—with emphasis on expres- 
sion. James Deitz. 15:32 Oct ’60 

Selection and placement of the distribu- 
tive education student. Robert Al Smith. 
15:37 May ’61 

Starting a business—a project in distribu- 
tive education. George A. Chambers. 
15:34 Nov ’60 


EDUCATIONAL TELEVISION 


Television, the 21” classroom. Carol Price. 
15:33 Dee ’60 


FUTURE BUSINESS LEADERS OF AMERICA 


Award-winning Chapter 384 reports. 15: 
41 Mar ’61 

Career day for your students, A. 15:20 
Jan ’61 

Convention highlights. 15:45 Oct ’60 

FBLA at the state level. 15:43 May ’61 

FBLA Dress Right Week. 15:41 Feb ’61 

FBLA story, The. 15:19 Dee ’60 

First-place speech at national convention. 
Diane Rickey. 15:45 Nov ’60 

Future Business Leaders of America bul- 
letin board, The. 15:18 Dee *60 

Service, education, and progress. 15:43: 
Apr ’61 


GENERAL CLERICAL AND OFFICE 
MACHINES 


Building proficiency standards for com- 
puting machines. Norman F. Kallaus. 
15:7 Feb ’61 

Filing practices for clerical workers. Mil- 
dred E. Reed. 15:9 Feb ’61 

General clerical teaching (editorial). Cleo 
Casady. 15:5 Feb ’61 

‘*T didn’t know .. .’’ and business ex- 
perience for the teacher. Russell Sickle- 
bower. 15:31 Nov ’60 

Keeping the payroll records is a prestige 
assignment. Robert L. Thistlethwaite. 
15:13 Feb ’61 

New requirements in clerical education. 
William J. Mason. 15:37 Dee 760 
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New requirements in office clerical edu- 
eation . . . data processing—Part 1. 
Norman F. Kallaus. 15:33 Mar ’61 

New requirements in office clerical educa- 
tion .. . data processing—Part 2. John 
C. Gilliam. 15:33 Apr ’61 

Receptionist and telephone techniques. 
Ruth Griffith. 15:15 Feb ’61 

Teaching clerical workers to handle check- 
ing account services. William J. Kin- 
nealy. 15:30 Oct ’60 

Work simplification applied to clerical 
practice. E. L. Marietta. 15:34 May ’61 


GUIDANCE 


Career materials in business occupations. 
Vernon A. Musselman. 15:24 Mar ’61 

How professional are you? Lloyd L. Gar- 
rison. 15:16 May ’61 

Office occupations information—the busi- 
ness teacher’s responsibility. Estelle L. 
Popham. 15:25 Oct ’60 


OFFICE STANDARDS AND 
COOPERATION WITH BUSINESS 


In-service programs for office employees. 
Irene Place. 15:8 May ’61 

NOMA aids business education. Evan L. 
Hamilton. 15:34 Oct ’60 

Shorthand and typewriting skills required 
by business. Robert Gryder and Lohnie 
J. Boggs. 15:35 Nov ’60 

Solving clerical shortages through co- 
operative effort. Richard B. Hodges. 
15:40 Dee ’60 


Standards for office personnel (editorial). 


Wilson Ashby. 15:4 May ’61 
Standards for promotion of office em- 
ployees. Kathleen Barnard. 15:5 May 
Standards and qualifications for office em- 
ployees. James W. Crews. 15:11 May 
61 


Standards of recruitment for office em- 
ployees. Charles G. Nix. 15:14 May ’61 

What industry expects from the new em- 
ployee. William Jolly. 15:36 Mar ’61 

What the small-business employer expects 
of the new employee. B. W. Stehr. 15: 
35 Apr ’61 

Work experience —a must for business 
teachers. A. E. Riddle. 15:26 Feb ’61 


RESEARCH IN BUSINESS EDUCATION 


Action research and the classroom teacher. 
Ruth I. Anderson. 15:27 Mar ’61 


SHORTHAND 


Certified Professional Secretary, The. 
George A. Wagoner. 15:29 Mar ’61 
Cons for the abbreviated longhand sys- 
tems, The. George A. Wagoner. 15:19 
Oct ’60 

Development of Gregg shorthand, The. 
Louis A. Leslie. 15:22 Oct ’60 

Eclectic method for developing transcrip- 
tion skill, An. Mildred E. Reed. 15:13 
Oct ’60 

Formal in-service instructional programs 
for stenographers. Alice Harrison. 15: 
28 Nov ’60 

Look at shorthand, A (editorial). Arnold 
Condon. 15:9 Oct ’60 

Present and future of shorthand, The. 
Herbert A. Tonne. 15:11 Oct ’60 

Pros for the abbreviated longhand sys- 
tems, The. M. Herbert Freeman. 15:18 
Oct ’60 

Providing for individual differences in 
shorthand from the beginning. Viola S. 
Fedorezyk. 15:31 May ’61 

Shorthand progress through homework. 
Edna L. Gregg. 15:34 Dee ’60 

Shorthand voeabulary’s relationship to dic- 
tation achievement. Harriet A. Daniel- 
son. 15:21 Feb ’61 


Some things to say and reiterate in your 
shorthand classes. Viola DuFrain. 15: 
29 Apr ’61 


TYPEWRITING 


Abuse or a better use of the typewriter. 
F. Joyee Bateman. 15:19 Nov ’60 

Alertness practice for preparing tomor- 
row’s typists. Leonard J. Porter. 15: 
27 Oct ’60 

First day in typewriting, The. Osear H. 
Schuette. 15:36 Dee ’60 

Let’s de-emphasize copy work in typewrit- 
ing. Don Jester. 15:30 Mar ’61 

Managing paper work in _ typewriting. 
Jane Stewart. 15:17 Nov ’60 

Memo for the future: more thinking and 
typewriting. Allien R. Russon. 15:15 
Nov ’60 

Teaching obligation and typewriting, The. 
Ralph W. Tyler. 15:9 Nov ’60 

Television in the typewriting classroom. 
Edward C. Kelly. 15:13 Nov ’60 

Typewriting for all high school students. 
Edward J. Anderson. 15:11 Nov ’60 

Typewriting and the future business edu- 
eation curriculum (editorial). Lawrence 
Erickson. 15:7 Nov ’60 

Typewriting 1961. Fred E. Winger. 15:22 
Feb ’61 

Variations on a theme in typewriting. 
John C. Peterson. 15:30 Apr ’61 

Why and how to improve instruction in 
typewriting. Sister M. Therese. 15:32 
May ’61 


UNCLASSIFIED 


Do your best students go into teaching? 
Gordon F. Culver. 15:27 Nov ’60 

Office education and the U. S. Office of 
Education. Bruce I. Blackstone. 15:27 
Apr ’61 i 


“TILLIE THE SCRUBLADY 


SPECIAL TEACHING AIDS 


Teaching cartoons for your classroom and 
your school. Professionally prepared by 


experts. 
Typing $2.00 
Advanced Typing $2.00 
Shorthand $2.00 
Bookkeeping $2.00 


Ten other sets available on different sub- 


jects. Each set contains twelve different 
cartoons, each 8”x10” in size, printed one 
eolor on heavy, white cover stock, suitable 


for framing. 


“If You Can Make 
Them Laugh... 


Special Teaching Aids 
3408 N. Potomac St. 
Arlington 13, Virginia 


Cash, M. O. or School Purchase Order 
Discounts: 1-9 sets 10% 
10 sets and over 20% 


.. You Can Teach Them 


PROPRIETORSHIP EQUALS ASSETS MINUS LIABILITIES 


YOURE /N 
THE HOLE ? 


Anything” E. D. 
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